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ENGINEERING, SCIENCE, AND MAMGE^IENT- WAR TRAININQ 
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knsvrers to QuevStions 
(Subject to Revision) 

The "Ansvre'rs to Questions" contained herein are 
issued as a guide to degree-granting colleges and univer¬ 
sities participating or considering participation in. the 
program of Engineering, Science, and Management War 
Training (hereinafter referred to as ES1?MT), organized 
under'the'Labor-Federal Security Appropriation Act, 1945 

I 

(Riblic Law 373, 78th Congress, 2nd Session, approved 
June 28, 1944), and administered by the United States 
Office of Education. These "Ansvrers to Questions" 
supersede "Ansvrers to Questions Pertaining to Engineering, 
Science, and Management War Training" (ESM.TT-Misc. 2001) 
issued in September 1943, and previous editions mentioned 
therein. 

All ESMWT forms, miscellaneous releases, and other 
documents referred to herein can be secured from the 
Director of Engineering, Science, and Management War ■ 
Training, U. S. Office of Education, Washington 25, D. C. 
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I - QUESTIONS 


A. GENERAL 

Question No. Page 

1. Under what law is the program organized?. 4 

2. ITnat is the objective of the program?.... 4 

3. How is the program, administered?.. 4 

4. ?.Tiat is meant by "Regional Coordination"?. ...... 5 

5. ITnat is the "approved plan" of an institution? .... 5 

6. liihat institutions are eligible to participate in the 

program? . ...... 6 

7. Under what conditions may facilities of non-eligible 

institutions be utilized?. 6 

8. How are training needs determined?.. 6 

9. What respective sums are available for courses for 

engineers, chemists, physicists, and production 
supervisors?.. . . 6 

10. When ?d.ll the program terminate?... 7 

B. COURSES 

11. lhat kinds of courses may be offered?. ........ 8 

12. What is meant by "short" courses?. ..... . 8 

13. What is meant by "courses of college grade"?. 8 

14. May college credit be given for ESJil'iT courses? .... 9 

15. How is the coxirse content designed?. 9 

C. TRAINEES 

16. What means are to be used to acquaint prospective. 

trainees with the availability of these courses? . . 10 

17. Hovj- does a person apply for admission to a course? . . 10 

18. How are trainees selected?.10 

19. Who may be admitted to courses?.10 

20. May courses be restricted to certain groups? ..... 11 

21. Will discrimination because of sex, race, creed, 

color, or national origin be permitted?. ...... 11 

22. What member of trainees may be admitted to a course? . 12 

23 . What personal expenses do ESMlWT trainees incur?. ... 12 

24 . Whll trainees be deferred under'the Selective 

Service Act?. 12 

25 . What aid'-v'dll be given in placement? ..12 
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D. EDUCATIONAL ADMINISTRATION 

Question No. Page 

26. lhat institutions are expected to offer courses? ... 13 

27. How is the program administered within the 

institutions?.. 13 

28. Vifhat standards apply in the selection of personnel?. . 14 

29. Hov/ is compensation of employees to be determined? . . 15 

30. May Federal employees receive compensation from 

ESMviiT funds?. 15 

31. VJhat limitations are placed on the total load of 

employees? . .. 15 

32. What benefits, are employees entitled to receive? ... 15 

E. PROPOSALS 

33. How may an institution propose courses and receive a 

grant of funds?. .................... 16 

34. Is a separate final proposal required for each 

preliminary proposal?... . 17 

35. How may changes in a final proposal be requested?. . .' IS 

36. Yilhat is meant by "cost of courses"?. . ..18 

37. Will an institution be reimbursed for the cost of 

courses discontinued or modified at the request 

of the Director? 19 

38. How are costs of coirrses to be classified? ...... 19 

39. ''/vhat is meant by "organization expenses"?. ...... 21 

F. FISCAL ADMINISTRATION 

40. WHat limitations are'placed on expenditures for 

equipment and space? .. 22 

41. WHo holds title to equipment purchased?. ....... 22 

42. How are funds to be expended?,- .. , . . . . . , . . . '22 

43. ^Wio is responsible for loss or misappropriation of 

funds? . ................. 23 

44. 1'ilhat are the requirements for keeping and auditing 

accounts?. .. 23 

G. PtECORDS AND REPORTS 

45. Tifhat reports are required of institutions partici¬ 

pating in the program? .. 24 

46. What records of trainees should be kept by the 

institution?...24 

47. Should certificates be given to trainees?. , . 24 
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II - ANST^ERS 
A. GEMSRAL 

1. Under what law is the program organised? 

(a) Title II, heading "GFETCE OF EDUCATION", subheading 
."Education and Training, Defense 7/orkers (National 
Defense)" of the Labor-Federal Security Appropriation 
Act, 1945 (Rublic Law 373, 78th Congress, 2nd Session, 
approved June 28, 1944, hereinafter referred to as 

. the-Act)-, authorizes the ESIBiT. program. (See appendix.) 

(b) -Section 802 of Title VIII of the same Act has been held 
to apply to every person who is paid, in whole or in 
part, from fionds made available to colleges and univer¬ 
sities for participation in ESM<T. (See question 28.) 

(c) The "Regulations Governing the Education and Training of 
Defense ?/orkers" promulgated by the United States Commis- 

. sioner of -Education -and -appr-ov-ed by the President of the 
United States on September 28, 1943 will govern the 
organisation and conduct of the ESKIVT program under the 
. Act named above with the revisions announced in ESII/JT- 
. ■ -Misc. . 3005 . ■ ■ 

2, ''ri'hat is the objective of the program? 


-The -objective of the program is' to provide short courses of 
■college -grade of types approved- by the Chairman of the ‘War 
lianpower Commission (see ESM-AT-Misc. 2008), which are "de¬ 
signed to meet the shortage of engineers, chemists, physicists, 
and production supervisors in fields -essential to the national 
defense." It is not a general college program, but training 
for specific activities. Courses should not be proposed whose 
-sorv-ice in the war effort is questionable. It should be kept 
-in mind -that every dollar expended in this program should be 
-for the -purpose of financing a real contribution to the winning 
of the vmr. 

3 . How is the program administered^ 

(a) The primary responsibility for the administration of ESlffiiT 
rests with the United States Commissioner of Education. 

The types of courses which may be offered are subject to 
the approval of the Chairman of the War Manpo'wer Commission. 

The Commissioner has designated a Director of Engineering, 
•Scienc-e-, and Management War Training, to whom he has delegat¬ 
ed certain powers, duties, and functions, including the chief 
responsibility for administering the ESMIT program, A small 
.staff assists the Director. 
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(b) Advisory to the Commissioner and the Director in the formu¬ 
lation of policies and procedures and in the general coordina¬ 
tion of the program is a National Advisory Committee repre¬ 
senting the several professions for which training is pro¬ 
vided in the Act, and serving without compensation, 

(c) Tvrenty-one regional advisers assist in coordinating War 
training in the institutions with the needs of Government 
and essential industries, to the extent and in the manner 
prescribed by the Director. Each regional adviser is a 
regular staff member of one of the institutions within 

his region and serves the ICSMWT program without compensation. 

(d) An "important function of the regional adviser is to serve 

as chairman of a regional committee, composed of representa¬ 
tives of the participating institutions within his region, 
as well as representatives of other agencies vitally con¬ 
cerned with training needs, Tvxelve of the regional advisers 
have been designated as Regional Representatives to act as 
liaison officers between ESLiWT and the twelve Regional Chiefs 
of Training of the War Manpower Commission. (See question 4^ 
For administration of the ESfOTT program within the,institu¬ 
tion, see question 27, 

4. What is meant by "regional coordination"? 


"Regional coordination", as provided for in the Act, means the 
. coordination of the ESW/T programs of the several institutions 
-■ with each other -and with the war needs of Government and' 

industry. Regional coordination is the principal concern of 
the regional advisers and regional committees and is an impor¬ 
tant function of the institutional representatives and of the 
National Advisory Committee. (See questions 3 and 27.) 

5 . What is the "approved plan" of an institution ? 

(a) The "approved plan" referred to in subdivision (2) of the 
Act is the "Plan for Short Engineering, Science, and 
Management Courses of College Grade" (ESI»iWT-Form, 3), after 
it has been executed and submitted by the institution and 
approved by the Director, together with proposals for 
administrative budgets, preliminary and final proposals 
for courses, proposals for working funds, and proposals 
for regional coordination submitted by the institution and 
approved by the Director. Federal fluids under the Act 
cannot be transmitted to an institution until its plan has 
been approved. The approved plan is subject to revision 
from time to time by the approval of additional proposals, 
and is fomulated v/ith' a view to the most effective utiliza¬ 
tion of institutional 'facilities in carrying out the ESMWT 
program. (See question 33.) 
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(b) The approved plan for the ESJoi’ii'T program for 1944-45 of an 
institution which participated in the program during the 
fiscal year 1943-44 consists of its approved plan for 
1943-44 (ESIfJ*T-Forra 3) supplemented by a ''Supplementary 
Plan for Short Engineering, Science, and Management Courses 
of College, Grade" (ESMi'lT.-Form'3A) embodying certain changes 
m.ade necessary by the terms of the Act. (See question 1.) 

The Supplementary Plan must be submitted and approved to 
establish eligibility for participation in the ESMi/iT program 
for 1944-45, and separate accounts, records, and reports 
‘are required. However, the Regulations (see question 1) 
provide for continued operation of the training program 
under plans approved for 1943-44 until the Supplementary 
Plan can be submitted and approved. 

6. l^at institutions are eligible to participate in the program ? 

Only degree-granting colleges and universities whose educational 
property is exempt from taxation by virtue of the provisions of 
the special or general lav/ under which they are organized and 
operate, and public degree-granting educational institutions are 
eligible to receive funds under subdivision (2) of the Act. 
"Degree-granting" has been interpreted to mean that the institu¬ 
tion, in recognition of satisfactory completion of a curriculum 
normally requiring four years or longer beyond high school grad¬ 
uation, during the academic year 1940-41 or thereafter granted 
degrees with a major preparing for a professional career in 
engineering, chemistry, physics, or production supervision. 

(See question 26.) 

7. Under what conditions may facilities of non-eligible institutions 

be utilized ? 

An eligible institution may provide in its proposals for the 
utilization of facilities of other public or private agencies 
and institutions, if these facilities are more suitable or 
economical than other available facilities. In such event the 
eligible instit'ution assumes full responsibility for the cost, 
scope, content, and standards of instruction of the course so 
conducted, and for the actual direction and control of all ESMii/T 
activities in connection therev/ith, in all important substantive 
and procedural aspects. 

8. How are training needs determined ? 

Local and regional ’.var training needs should be explored and 
provided for to the greatest possible.extent,by the institutions 
through the institutional representatives and regional advisers. 
National training needs are explored by the staff in Y/ashington 
and information pertaining thereto.transmitted to the institutions. 

9• YYhat respective sums are available for courses for engineers , 

chemists, ph;,^sicists, and production supervisors? 

The funds appropriated by the Congress are not allocated in any 
definite proportion as to the four subdivisions of the program. 
Courses will be authorized in-accordance with training needs. 
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10. Yilhen will the pro g ram terminate ? 

(a) The Act provides (Sec. 803) that "No part of any appropria¬ 
tion for training of defense workers contained in this act 
shall be available for obligation for a period longer than 
sixty days after cessation of hostilities in the present war." 

(b) An opinion rendered by the office of the General Counsel of 
Federal Security Agency states in effect that this clause 
meant: ? 

I. That no courses can be authorized or started after the 
cessation of hostilities or after the date of an armistice 
betx?3en the United States and the principal enemy powers j 

II. That r'l c^'^i.r-ses can be continued beyond the sixty-day 
per" :'i c'efined abovej 

III. That courses which are preparing trainees in techniques 
which vdll be useful only in the performance of contracts 
which will be terminated directly upon the cessation of 
hostilities should be immediately closed down at that timej 

IV. Expenditures can be approved which are necessary to the 
liquidation of obligations irrevocably incurred by parti¬ 
cipating institutions prior to the cessation of hostilities 
provided they are reasonable and in other respects consti¬ 
tute appropriate charges againsb ESMifiiT funds. 

(c) In view of the Congressional limitation, leases and other 
contracts that may outrun the vrar should contain 60-day 
cancellation clauses. If there is any question as to the 
propriety of entering into any long term obligation by the 
institution in view of these principles the circixmstances 
should be explained to the Director and his approval obtained 
before undertaking such an obligation. 

(d) In any event, under the existing appropriation, preliminary 
proposals may not be approved for courses in which instruc¬ 
tion is to be started later than June 22, 1945, or terminated 
later than September 30, 1945. All ESMAT activities of any 
institution are to be strictly within the contemplation of 
its Plan as approved on or before June 30, 1945. 
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B. COURSES 


11. Yshat kinds of courses aay be offered? 


Only short courses of college grade of types approved by the 
Chairman of the War Manpower Commission (see question 2) 
designed to meet the shortage of engineers, chemists, physicists, 
and production supervisors in fields essential to the national 
war effort can be conducted under the SSir^i/T program. The courses 
are to be designed to train for a specific activity of immediate 
application, and not primarily as preparation for later courses. 
Tt¥o general kinds of such courses may be offered: 


(a) "In-service" cowses primarily intended for persons already 
employed in vrar activities, to give training for increased 
responsibility, improved techniopae, or new employment in 
fields essential to the national war effort. Such courses 
may be given cither on. or off campus in the day or evening, 
and may be eithror "full-time" or "part-time" courses, (A 
"full-time" course is defined as one in which the time devoted 
to lectures,, laboratory, supervised study, and preparation 
totals at least 40 hours per week,) ■; 

(b) "Pre-employraent" courses primarily directed toward preparing 
persons for employinent. in war activities, • but available to 
persons already so employed. Such courses may be given either 
on or off campus, and may be either "full-time" or "part-time". 

12. V'ihat is meant by "short" courses ? 

ESMiliT courses Should, in general, be from 12 to 16 weeks in 
length,. Part-time courses' should ordinarily require a total of 
from 50 to ISO hours in class and preparation, and full-time 
courses from 400 to 800 hours. Much longer or much shorter 
courses should be proposed only to meet special conditions fully 
explained in the proposals. 


13. Ir^nat is meant by "courses of college, grade "? 

War training programs administered by the U. S, Office of 
Education are of two general kinds: 


(a) "Courses of less than college grade", administered through 
tho State Boards for Vocational Education, "Less than 
college grade" refers to the character and content of the 
course and not to an institution, and indicates a course 
the content of vdiich is determined by occupational rather 
than by academic standards and has as an objective employ¬ 
ment in an occupation for which training of college grade 
is not customarily required. 
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(b) '‘Short courses of college grade", provided by degree—granting 
colleges and universities under direct administration of the 
U, 3. Office of Education. "College grade" refers to the 
character and content of the course and not to an institution, 
and indicates an acadesnic standard customarily requirevd of 
college and university students in the same field. Only 
such college-grade courses can be given in the ESIvST program. 

It is not intended that they be identical vdth courses given 
to regular college students. Ordinarily they vdll be of a 
more intensive and applied character in order to give specific 
training for a particular field of war work. 

14. May college credit be rgiven for ESI@T courses ? 

It has been recommended hy the Director, the National Advisory 
Committee, and the Regional Advisers that in general no credit 
leading to .a college, degree be given for ESIiVaT -co’iirses, since 
their different .objectives and .character-istic& render them 
unsatisfactory substitutes for regular college courses as parts 
of organized curricula leading to- technical or scientific de-grees. 
Hovrever, the decision as to the granting of credit, and as to 
the acceptance of such credit, (if granted) as'partial satisfaction 
of the requirements for a degree, rests with the institution. 

(See question. 19.) . 

15. How is the course content designed? 

It is the responsibility of the institution to prepare outlines 
for the SSI®iT courses it proposes to give. Course content should, 
when pos-sible, be YTOrked out v;ith representatives of the industry 
or agency for v;hich the training is to be given. Each course- 
should be designed to meet a specific Y/ar training need. A limited 
number of suggested course outlines in fields in ’vhich there is 
considerable training need on a national scale are prepared by 
the SSM’jT staff and sent to participating institutions. Final 
approval of the content of an EoIfOT course rests v.ath the Director. 
The procedure for proposing courses is outlined in the ansvrer to 
question. 33. 
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C. TRAINE5S 

16. Yifhat means are to be used to acquaint prospective trainees with 
the availability of these courses? 


For preemployrnent courses announcements may be made by the 
institution through newspapers, posters, bulletins, and local 
radio stations. For all courses, especially in-service ones, 
close, cooperation should be maintained math public employment 
sei'vices and industrial executives of companies to be served. 
Copies of all publicity material and sample copies of application 
blanks should be sent to the Regional Adviser and to the .Director. 

17. How does a person apply for admission to a coujrse? 

Application is made by the prospective trainee directly to the 
institution of his choice. If he is in doubt as to '.vhere a 
suitable course' for him is available, he should address an 
inquiry to the'Director of Engineering, Science, and Management 
War Training, U. S. Office of Education, Washington, D. C, 

18. How are trainees selected ? 

Each institution is.responsible for the selection of persons to 
be admitted to its'courses,'subject to the provisions of its 
approved plan, including the prerequisites stated in its approved 
proposals. (See ansv^ers to questions 19, 20, and 21.) 

19. Vifho may be adinitted to courses ? 

(a) Any person who is employable in a war activity, immediately 
available for employment 'on completion of his training, and 
capable of performing academic work of colie,ge grade meets 
the general recrairements for admission. High school gradua¬ 
tion or equixcalent education is a minimum essential for any 
ESIWr course, while some courses nay require several years 
of experience or of college training, or employment in war 
wo.rk in ’which-the training is needed. 

(b) There are no age or citizenship requirements except as they 
may be imposed for particular courses due to employment 
restrictio'ns in certain industries. Admission to any course 
is subject to its specified prerequisites as noted in the 
ans’Arer to question 18. 

(c) Regularly enrolled college students may not be admitted to 
any SSMvT course unless they intend, upon completion of the 
course, to enter essential ind’jstrial activity or the armed 
forces in 'work in v*iiich the training is needed and do not 
intend to re-enroll in college ’within the next academic year. 
In such instances the course must not be taken for college 
credit or as a substitute for a regular college course, ex¬ 
cept as this provision may have been specifically 'waived by 
the Director. 
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(d) In general courses cannot be approved for enlisted personnel 
of the armed- forces, but may be approved for officers or 
civilian employees of the armed forces. 

(e) Courses for personnel of Federal agencies are restricted to 
those engaged in production activities such as are carried 
on in arsenals, armories, ordnance plants, shipbuilding and 
repairing in Navy yards, T.V.A., etc; and may not be given 
for personnel training in Federal administrative and execu¬ 
tive offices or to prc3pare person^-for Civil Service examina¬ 
tions leading to positions in such offices. 

(f) Courses should not be organized primarily for prospective | 

draftees except at the; direct request of a technical branch 

of the arraed forces, such as the Signal Corps. However, ; 

young men should not,be excluded because of their draft | 

status from courses; organised for'women and older men. 

(g) Each section of a course should be Justified by the number 
of persons enrolled vdth•reasonable prospects of serving 
in vvar work in Jobs for which the course will prepare them. 

' • ! 

20. May courses be restricted to certain groups ? 

Vvlien necessary to protect .military or trade secrets or otherwise 
to serve the best interests of the national war effort, enroll¬ 
ment in certain courses may be restricted to members of the armed 
forces' or employees of a single industrial concern. Any such i 

restriction should be Justified in the proposal for the course 
or in a letter to the Director and must have his approval. In 
general, enrollment should net. be restricted unduly, and restricted 
courses should be paralleled w'henever possible by open courses of 
essentially the same course content. j 

21. ¥/ill discrimination because,, of sex, race, creed, color, or ; 

national origin be permitted ? 

(a) The Act specifies that "No trainee * shall be discriminated ! 

against because of sex, race, or color, and, v.bere separate i 

schools are required by law for separate population groups to ' 

the extent needed for trainees of each such group equitable 
provisions shall be made for facilities and training of‘ like 
quality." ' ' 

(b) The Regulations provide that all departments and agencies of 
the Government of the United States concerned xvith vocational 
and training programs for war production shall take measures 

to assure that such programs arc administered without discrimi¬ 
nation because of race, creed, color, or national origin, 

(c) An institution will not, however, be required to admit to an 
ESMTiVr course any person excluded from its student body by 
existing laws, rules, or regulations. 


t 
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22. yJhat number of trainees aay be admitted to a course ? 

Institutions mil be expected to restrict the enrollments in 
courses to the numbers they can effectively handle ?.dth avail¬ 
able facilities in staff and equipment. Within this limitation, 
the number of persons to be admitted to each course is to be 
determined on the basis of estimated existing and anticipated 
needs for trainees in war activities. A direct relationship must 
be maintained between the numbers trained and estimated needs. 

(See question 33.) 

23 . iiVhat personal expenses do SSlftVT trainees incur ? 

(a) SSlililiT funds arc intended to meet ail expenses of the insti¬ 
tution ordinarily covered by tuition fees, student health 
fees, and laboratory charges. Hence no such fees .or charges 
are to be required of ESMIC trainees. These funds may also 
be used to provide trainees with miscellaneous supplies, 
materials, and reference books such as are usually furnished 
by the institution to its regular students in similar courses, 
and drawing instruments on a loan basis. Trainees are expected 
to provide their ovmi subsistence, textbooks, transportation 
(except.on required inspection trips), and such incidental 

. materials and supplies, as notebooks, paper, pencils, and erasers.. 

(b) Trainees may also be required to.make such deposits as the 
institution”normally requires' 'Of its regular students to assure 
proper use and .return, of.institutional property. These deposits 
.are to be. refunded oh. return of this property'’ in good condition. 

24 . Will trainees be deferred under the Selective Service Act ? 

Under, current requirements of the. armed forces, men physically 
fit and vlthin the age limits desired for military service are 
not likely to receive.a .deferred classification.because of en¬ 
rollment in an ESiifli/T cour-se. A young man qualified for training 
should not be denied admission to a class because of his liability 
for military service, but efforts to recruit and train for war 
industries must necessarily be-directed primarily to women and 
men who are not likely to be inducted. 

25 . Wliat aid will be given,in placement ? 

Participating institutions should actively assist trainees in 
finding employment through their ow. employment services and by 
keeping the Civil Service Commission and public employment offices 
advised as to courses being conducted and persons available for 
placement. . . 











D. EDUCATIONAL ADIIINISTEATION 


26. ftliat institutions arc expected to offer courses ? 

(a) Only such institutions as are eligible lunder the Act (see 
question 6), and already have available suitable facilities 
in staff and equipment to assure sound instruction at reason¬ 
able cost are expected to offer ESr-D'vT courses. An institution 
vdll not ,be approved ,to give courses for the training of 
engineers, chemists, physicists, or production supervisors 
binder the program unless in 1940-41 or thereafter it granted 
degrees, vdth majors or fields of specialization, containing 
not fevu'er than 18 somester hours (or equivalent^ of junior 

and senior ..year credit in the: corresponding field . ’’Production 

, : supervision”, as used herein, includes industrial management, 

personnel management, traffic management, procurement and 
stores; and accounting, statistics, and office management 
closely related to.production. Calculus shall hax’-e' been 
required as- a prerequisite for a substantial part of the major 
, work in physics. 

(b) Participation.in the program is. voluntary, and institutions 
, should not feel obliged to propose courses that cannot be 

given ?.lthout serious disturbance to regular institutional 
programs. 

27. How is the program administered within the institution ? 

(a) Each institution assumes full responsibilit;.' for administering 
its ESIlVvT program in accordance with the previsions ■ of its 

■ approved plan. (See question 5.) This responsibility includes 
the proposal of suitable courses designed to meet the needs 
for training as determined, the selection of qualified teach¬ 
ing and. supervisory personnel, recruiting and selection of 
qualified trainees, expenditure of funds, keeping of records 
and accounts, and all other matters pertaining to the conduct 
of ESMliT courses in the institution. 

(b) The chief -administrative' officer of each participating insti¬ 
tution has primary responsibility for the administration of 
the ESMT program of his institution. With the approval of 
the Director he appoints an "institutional representative” 
who is responsible for coordinating ESIDVT activities vdthin 
the institution, who serves as liaison officer betw'een the 
institution and the BSMWI Director and between the institu¬ 
tion and other participating institutions, and v/ho is a member 
of the regional committee under the chairmanship of the regional 
ad.viser. (See question 3..) The institutional representative 
shall see that all proposals, budgets, and reports are ex¬ 
ecuted properly and are .sent promptly/ to the Director, and 

that all information sent to him by the Commissioner or the 
Director relating to the ESIW'iiT program at the institution is 
Gonvej^od promptly to the persons who may be concerned there’nath. 
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(c) An institution is approved to conduct courses for the train¬ 
ing of engineers, chemists, physicists, or production super¬ 
visors, on the basis of the facilities available and the 
resident degree-granting faculty or school in each of these 
fields. The degree-granting faculty in each field is respon¬ 
sible for -the course proposals submitted in that field and 
the institutional representative should not sign'a course 
proposal-uniesb it has the approval of the proper resident 
faculty, or its representative ,• 

(d) For each course proposed by an institution a regular staff 
member of the department under v/hich the course is to be 
given is to be designated as "in educational charge". This 
person, who may use properly qualified assistants, is respon¬ 
sible for. the content a'nd educational supervision of the 
course, "Educational supervision" should be limited to 
supervision related directly to subject matter and requiring 
technical knowledge of the field; such, as preparation or 
approval of course oxitline, establishment of prerequisites 

■ for the course, approval of technical qualifications of 
instructors, and preparation or approval of examinations. 

(e) Aspects of supervision less directly concerned with subject 
matter should be assigned to General Administration; such 
as arranging for classroom, supervision of general teaching 
methods, and. checking.equipment, reports,,and records. 

(f) For the sake of simplicity, if one person is performing 
both Educational and Administrative Supervisory duties, 

his total compensation may be assigned to the classification 
to which the major portion of his time-is devoted. 

28. It'i’hat standards, apply in the selection of personnel ? 

(aj The same standards that the institution applies in the selec¬ 
tion of its regular personnel. ESIvfflT courses should not be 
offered if persons with suitable training, experience, and 
temperament cannot be found to conduct them. 

(b) The Act jjrovided (Sec, 802) that "No part of any appropriation 
contained' in this Act shall be used to pay the salary or wages 
of any person who’ advocates, or is a member of an organization 
that advocates, the overthrow of the Government of the United 
States by force or viplence; Provided, That for the purposes 
hereof an affid.avit :shall be considered prima facie evidence 
that, the person .making the affidavit does not advocate, and 
is not a member of an organization that advocates, the over¬ 
throw of the Government of the United States by force or 
violence; Provided further. That any person who advocates, or 
who is a member of an organization that advocates, the overthrow 
of the Government of the United States by force or violence and 
accepts employment the salary or ?rages for which are paid from 
any appropriation contained in this Act shall be guilty of a 
felony and, upon conviction, shall be fined not more than $1,000 
or imprisoned for not more than one year, or both; Pro\''ided 
further, That the above penalty clause shall be in addition to, 
and not in substitution for, any other provision of existing law." 








29. How is compensation of employees to be determined? 


Compensation of teaching, supervisory, clerical, and other ESlf/tlT 
personnel shall conform with regular institutional salaries 
and established rates in the coimnunity. Keav 3 ' loads to pro¬ 
vide substantial increases in income are not to be permitted. 
(See question 31.) 

30. May Federal employees receive coffipcnsation from E3MW£ funds ? 

Federal employees, including members of the armed forces, 
may be employed to teach ESiP;»T courses and their compensa¬ 
tion may be paid from ESMIT funds, provided their employment 
under the ESMaT program meets ?/ith the approval of the Federal 
agency by which they are employed, and their total loads are 
not excessive, (See question 31.) Dual compensation from 
Federal funds is not involved, since ESJCwl funds held by the 
institutions are considered to be institutional rather than 
Federal funds. 

31. Ifhat limitations are placed on the total load of employees ? 

Total teaching, supervisory, and other duties of persons con¬ 
ducting ESifflT courses shall be consistent with good academic 
standards. Regular staff members should not ordinarily be 
permitted' to carry" ESlDiiT courses as a substantial addition 
to their regular full-time d'uties. The additional teaching 
load to be carried by regular full-time staff members should 
be kept Virithin reasonable limits, (See question 29.) 

32. liVhat benefits are employrees entitled to receive ? 

ESKT employ^ees are entitled to receive the same benefits in 
vacation, sick leave, insurance, hospitalization, etc., as 
are regularly accorded other persons■employed by the insti¬ 
tution on a simxilar basis. Any costs necessary to provide 
< such benefits are properly chargeable to ESlf«?r funds. 
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E. PROPOSALS 

33. Hov.'- may an institution propose courses and receive funds for 

conducting them ? 

The forms and procedures devised for the ESIiifJT program are de¬ 
scribed in some detail in the Manual of Forms and Procedures, 
ESI(ir/i/T-Misc. 3002. This manual should be consulted by partici 
pating institutions. The follovang brief review describes the 
procedures in general terms: 

(a) An institution first executes and .submits in duplicate to 
the Directorj a "Plan for Short Engineering, Science, and 
Management Courses of College Grade" (S3®i/T-Forra 3). This 
plan when approved by the Director constitutes the basic 
agreement between the institution and the Office of Educa¬ 
tion, under which courses may be proposed, approved, and 
conducted;-and funds remitted therefore. (See question 5.) 

(b) The institution executes and submits in duplicate to the 
Director a "Proposal for Administrative Budget" (ESI'T/vT'- 
Form 12). This proposal explains the administrative organ- 

: ization proposed-^ for. opei-ating a program and the budget to 
cover administrative' expenses...... .This.,..'proposaX when .-approved 

and placed^ in .the records obviates the necessity'fbr repeti¬ 
tion of'this informa.tiori in many separate course,proposals. 

, (c) By executing ;;and submitting a "Proposal for-a Y,'G.rking Fund" 

- (ESiiYfTrForm ?.)■, th.e. institution may- receive a working fund 
- in . an amount not. greater. than'that the inst-itution estimates 
• vdli be needed to operate its program-For one. month during 
the fall term, nor'in excess of one-bYralfth of the total 
fund requested by the institution during the fiscal year 
1943-44. This' fund may be used...t.emppr.ari'ly to cover expenses 
incurred in conducting its authorized programi pending the 
receipt by the institution of funds to-cover the costs of 
courses, as approved on final-proposals. - 

(dl) For each'course the institution desires to offer in the war 
training program, it submits a "Preliminary Proposal" from 
3 to 5 'weeks in adva'nce of the desired starting date. The 
proposal (ESiTviT-Form 1) describes the need of war agencies 
for 'the training and the plan for meeting the need, includ¬ 
ing a preliminary estimate of cost. If this is approved, 
the institution receives an authorization to start instruc¬ 
tion (E3i.D’iiT-Form la), and the assignment of a code niombcr. 

(d2) Each co'urse must be started and conducted within the terms 
and conditions of the Course Authorization (Form la), unless 
changes are approved. Request for such changes may be made 
by letter or telegram, setting forth in detail the changes 
desired. 
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(d3) One proposal and Course Authorization should cover all sections 
of the same course' for which-the starting, dates fall within 
a period not .exceeding, two.weeks. If during this period 
the institution desires to start additional sections not 
covered by the Course Authorization, a request may be sub¬ 
mitted letter or telegram asking for a revised Course 
Authorization to permit it fo conduct the additional sections. 
Such requests should specify the proposed starting date for 
each section,, 

(d4) If additional sections of a course are needed more than two 
weeks after the starting date of the first section and less 
than three months after the date of approval of the pre¬ 
liminary proposal, a request for a repetition of the course 
under a new Course Authorization and a new code number may 
be submitted by letter in lieu of a new-preliminary proposal. 
Such requests should specify proposed starting dates and all 
significant changes from the original preliminary proposal. 

(e) One ?reek after instruction has started in the last section 
of.a course, the institution prepares and submits to the 
Director a "Final Proposal" (ESlffiT-Form 5). This proposal 
shows the conditions of actual operation of all sections 
of the course covered by the preliminary proposal a nd the 
Course Authorization which are identified by the title and 
code number. It shews the actual enrollment of trainees 
at that time, other details as requested on the form, and 

.a budget based on the actual conditions of operation. Idhen 
approved by the Director, this proposal provides for the 
transfer or forwarding of funds to pay the actual costs of 
conducting the course, 

(f) If a course is authorized to start but is not started or 
is discontinued during the first week, a final proposal 
may be submitted immediately stating the circ’jmstances 
and asking reimbursement for actual costs of organization 
and attempting to start the course. If all "organization 
expenses" incurred can be prorated among the courses that 
are conducted, the institution may request that the Course 
Authorization be cancelled without costs, and such cancella¬ 
tion closes the record of this course. (See also question 39a) 

34. Is a sep.ar,at8 final proposal required for each approved preli - 

.. minary proposal ') '. ~ " 

A separate final proposal is to be submitted for each approved 
preliminary proposal for which approval has not been cancelled, 

(See question 33.) 
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35 * Hov^ may changes .in a final proposal be requested ? 

(a) Requests for revisions of final proposals may be made by 
letter. If additional funds are made necessary by the 
revision a supplement t'o the final proposal should be 
submitted in duplicate. The supplement should be submitted 
on SSlfAT-Forra 5 and should include pages 1 and 6 and other 
pages which are appropriate, and should be marked "Supplement 
to Final Proposal". The budget page should show only addi¬ 
tional costs. 

(b) If a section is discontinued before. completion, the ESIvfl^T 

Washington office should be notified by letter and a Closing 
Enrollment Report (ESIii/Tr-Porm 13) submitted promptly, (See 
question 45) ■ 

36. What is meant by "cost of courses" ? 

(a) "Cost of courses" means all expenditures necessary for organ¬ 
ization, administration, supervision, instruction, and main¬ 
tenance and- operation of plant in conducting ESMvVT courses 
pursuant to an approved plan. It may include, subject to 
such standards and conditions as may be prescribed by the 
Director, cost of national and regional coordination and 
expenses for such items as personal services; supplies and 
material; heat, light, and power; travel of instructors 

and supervisors .(see next paragraph), but not trainees; 
transportation of trainees on required inspection trips; 
physical examination of instructors and trainees; insurance, 
inclxiding workmen's compensation; contributions to teachers' 
retirement plans’; communications, including postage; m.ain- 
tenance and repair of equipment;, replacement of parts; 
necessary printing and duplication: reference bocks and other 
instructional material, except: textbooks, necessary as part 
of the instruction; and necessary additional equipment and 
space; provided in respect to eac'n. item, except as specifi¬ 
cally authorized by. the Directo.r, that the institution- 
regular ly fi,irnishes such item out of its ovm funds for its 
'regular students or omiployees. 

(b) Travel and subsistence of instructors (nominated by the 
institution and approved by the Director) to instructors' 
courses authorized by the Director, are chargeable to the 
cost of the course for which the conference is called. 

The use of ESiTAE funds to defray the costs of attending 
meetings of educational and technical societies must 'be 
clearly justified in each case by a statement giving the 
r.easons why such attendance furthers the interests of the 
ESMT program. Costs may be prorated if ESMIT is one of 
two or miore interests suggesting attendance at such a 
meeting. (See questions 3S-B3 and 44). 
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A. GENERA.L ADMINISTRATION 

-s— 

(1) Personal services . Compensation paid to administrative 
■officers and their clerical staffs, including auditors, 
secretaries, bookkeepers, etc. (See question 27) 

(2) Equipment and Space . . All expenditures for purchase and 
rental of additional equipment for administrative use, 
including freight and drayage; e.g,, typeivriters, filing 
cases (but not includipg consumable supplies), and for 
leasing of space and minor building alterations for 
administrative use, 

(3) Travbl . Actual and necessary travel expenses (including 
subsistence) involved in organizing and administering 
the-approved program. (See question 44). 

(4) Consumable supplies . Consumable supplies ’used in 
administration; e.g., stationery, paper, pencils, 

(5) Other expenses . Items chargeable to administration but 
not belonging in (l), (2), (3)j or (4), above, including 
telephone, telegraph, postage, printing, duplicating, 
maintenance and repair of office equipment, etc. 

B. INSTRUCTION 

(1) Personal services . 

(a) Educational Supervision , Compensation paid to 
persons serving as educational supervisors of courses. 

'.(See question 27) ■ . 

(b) Instruction . Compensation paid to teachers and their 
assistants,. 

(2) Equipment , Purchase and rental of. additional equipment 
for instructional purposes, including freight and drayage; 
e.g,, dra'wing instriuraents, microscopes, drafting tables, 
'ovens, reference books. (Do not include consumable supplies 

or textbooks,) 

(3) Travel . Actual and necessary travel expenses (including 
subsistence) of teachers and assistants on trips directly 
chargeable to instruction; and. transportation (but not 
subsistence) of trainees on required inspection trips, 

(See questions 36 and 44)' 

(4) Consumable supplies . Consumable supplies and materials 
used in connection with instruction and not customarily 

flornished.by students; e.g., chemicals, testing specimens, 
drawing supplies, examination paper, 

(5) Other expenses . Items chargeable to instruction but not 
belonging in (1), (2), (3), or (4), above, including 
maintenance, repair, and depreciation (see question 36) of 
instructional equipment, printing and duplicating of instruc¬ 
tional material, etc. 
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C. MAIOTENANCS AND OPERATION OF FLAM’ 

(1) Personal services . Compensation paid to janitors and 
others engaged in maintenance and operation of plant. 

(2) Equipment and Space . Charges for equipment necessary in 
connection with maintenance and operation of plant, and 
expenditures for leasing of space and minor building 
alterations necessary for the maintenance and operation of 
plant, 

(3) Travel .. Actual and necessary travel expense (including 
subsistence) in connection vath 'the maintenance ana opera¬ 
tion of the plant.for ESI®T courses. Ordinarily there 
should be no expense chargeable to this classification. 

(See question 44) - 

(4) Consumable supplies . Cons-umable supplies and materials 
used in maintenance and operation of plantj e.g., jani¬ 
torial supplies. 

(5) Other expenses . .. Items chargeable to maintenance and 

operation of plant not belonging in (1), (2), (3), or 
(4), above, including heat, light, povrer, water, etc., 
used in excess, of amounts required for the institution's 
normal operations. , • 

39. Vihat is meant by ''organization e.xpenses" ?’ 

(a) All expenses incurred by the institution incident to 
organizing a course up to the time instruction begins are 
termed "organization expenses". They may include the cost 

of such items as surveys of needs; publicity (see question 16); 
preparing course outlines, proposals, records, and reports; 
tentatively securing staff members; and recruiting, inter- 
vievdng, and registration of prospective trainees. They 
do not include any costs of actual instruction. ■ P.eimbursable 
organization expenses may not exceed the amount authorized 
in the approved preliminary proposal Tdthout specific approval 
by the Director. (See also question 33f) 

(b) Organization expenses for a course in vdiich instruction is 
actually begun are integrated in the final proposal with 
other costs of the course. 
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F. FISCAL ADMINISTRATIOM 

40, 'V'v'hat limitations are placed on expenditi.ires for equipment and space ? 

(a) The Act provides "That not to exceed per centum of the 
amount allotted to any school shall be allotted to it for 
expenditure for purchase and rental of additional equipment 
and leasing of additional space found by the Commissioner 
necessary to carry o\it its approved plan". 

(b) The 12i- per cent limitation does not necessarily apply to a 
single proposal, but no final proposal can be approved if the 
total amount budgeted for equipment and space in. that proposal 
and all final proposals already approved exceed 12i per cent 
of the total budgeted cost. Piirther, the total, expenditures 
by the institution under its approved plan for these items 
shall not exceed 12-|- per cent of the total of all expenditures 

..of the'ins titbit ion under its plan. The necessity for all 
equipment and space items must be justified-by adequate in¬ 
formation in the proposals. No rental may be charged for 
space on the property of the'institution or for the. use of 
equipment belonging to:the'institution. Only such-equipment 
and space items as are listed in approved final proposals 
and approved supplements thereto can be charged to ESlvil;VT courses. 

41, Who holds title to equipment-purchased ? 

Any equipment purchased by the institution under its approved 
plan shall at all times be held available .for.use in war training 
courses, and shall be subject to disposition by the Director for 
use elsewhere in the program. For these purposes title to 
equipment shall be in the institution or in,the name of■ an agency 
or individual designee approved by the Director, The equipment 
should be so labelled as to'be easily identi.fied as having been 
purchased vath SSMYi/T funds. , 

42, How are funds to be expended ? 

(a) All■funds paid to an institution under its plan are to be 
held■by the financial officer authorized to receive and 
receipt-for Federal funds and expended in accordance with 
the regulations applicable to other funds of the institution. 

For example, reimbursement for travel expense is to be made 
in accordance with the institution's regulations governing 
such reimbursement, not with those of the Federal Government. 

(b) ' Expenditure of funds must be solely for such purposes as -are 

authorized by the Act and the Regulations and in accordance 
with the provisions o.f the plan of the institution, and 
proposals supplementary thereto. 

(c) At the termination of the SSMT program, the institution is 
to return mth its final report (see question 45) any un¬ 
expended and unencumbered balance, including interest earned, 
if any, by draiwing its check to the order of the Treasurer 
of the United States for the amou;nt of such balance and 
sending said check to the Director for transmittal to the 
United States Treasury. 
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43. Who, is responsible for, loss or misappropriation of funds ? 

The institution must make good an 3 ?’ loss or misappropriation of 
. SStH/vT ■•funds. ,, . . ^ . .. 

44. ■ ?^.at are the req-uirements for keeping and auditing accounts ? 

^ ■ ■■ . .... ^ 

(a) The institution is to maintain such.separate accounts of 
ESl!F(T .funds received and expended under'its approved plan 
as ?fill serve to permit an accurate,,and expeditious deter¬ 
mination to -be made at any time, of their status, includ¬ 
ing the disposition of all moneys received and the nature 
.and amount of all charges claimed to ,lie against them. 

(■See question 38.) The accounts will be supported by 
separate requisitions and vouchers properly approved for 
all charges.. 

_ , ^ .... . ; i .1 ,. , 

(b) The purpose of each trip should be recorded in connection- 
mth, alf'.charges for travel. Travel , costs ^ should be 

■ itemized: in-the records ^to cover .cost of ticket' and'Pullman 
space, with-Pullma.n stub attachedj hotel room.and meals 
lAfith hotel receipt, attached, unless the institution pays 
a day rate for meals and lodging^ and purpose of telegrams 
and long distance telephone calls. 

(c) At the conclusion of the ESiril' program, a complete audit 
of the accounts is to be. made for the institution by a 
certified public accountant or state auditor who is not 
employed bj?" the institution, in .any other capacity than as 
an aixditor. Immediately a.ft'Cr this audit has been made, 
a certificate of the auditor, certifying to. the accuracy 

; . , of the final report (.s.ce question 45) and compliance by 

, , the.institution with the provision of its approved plan 

in respect to its exp-onditures, is to be submitted to the 
Director. ■ , ,.• 

(d) Auditors of the Fcd-eral Governiaent m.a 3 ^ inspect- these 
accounts at anj^ time. 
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■■ G . RECORDS AMD REPORTS 

45. What reports are required of institutions participating in the 

program ? 

(a) An-Opening Enrollment Report (ESIfftT-Form ll) for each section 
of each course, giving the course title, code symbol, section 
designation, the location, and the attendance at the first 
meeting, to be submitted promptly after the opening date, 

■'.■'ri-thin 24 .hours if possible. 

(b) A registration Card (ESM’AT-Form 8) for each trainee for 
every ESIiiif course in which he or she enrolls, 

(c) A closing Enrollment Report (ESlFfVT-Form 13) for each section 
of each course, giving the course title, code symbol, section 
designation, the location, and cumulative enrollment figures, 
to be submitted promptly after the last meeting of the section, 
within'24 hours if possible. 

(d) A Monthly Financial Report (ESMWT-Form 6) coveri'ng all re¬ 
ceipts and expenditures of the institution under its approved 
plan as of the_close of each calendar month, to be received 
in Washington not later than the 20th of the succeeding 
month, (See question 38,) 

(e) A Report of Estimated Savings in Authorized Expenditures 
(ESIvST-Form 16) on specified dates, showing the unexpended 
and unenciambered balances Vifhich the institution has avail¬ 
able as '‘savings'* in courses in which instruction has been 
completed or discontinued, 

(f) A Final Report (ESI#T-Form 10) made within ninety days after 
the termination of the last course conducted by the institu¬ 
tion under its approved plan, (See questions 42 and 44.) 

(g) Such other reports in such form and containing such informa¬ 
tion as the Commissioner or the Director may from time to 
time require. 

46. What records of trainees should be kept by the institution ? 

It is recommended that complete attendance and scholastic records 
be kept by the institution for each Eolil'fi trainee in the same 
manner that such records are kept for regular students of the 
institution. Such records may have considerable future value. 

47. Should certificates by given to trainees ? 

Each trainee who satisfactorily completes an E3I:.R?T course is 
to be given some evidence of such completion. A certificate 
is recommended but not required. A suggested form of certificate 
will be furnished to any participating institution upon request, 
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III - APPEITOIX 

Excerpts from the Labor-Federal Security Appropriation Act, 1945. 
TITLE II - FEDERAL SECURITY AGENCY 


OFFICE OF EDUCATION 


"Education and Training, Defense Workers (National Defense)" 

"Payments to States, and so forth (National Defense): For payment 
to States, subdivisions thereof, or other public agencies operat¬ 
ing public educational facilities, and, l^'■herc hereinafter author¬ 
ized, to vocational schools exempt from taxation under section 
101 (6) of the Internal Revepue Code, colleges and universities, 
for the furtherance of the education and training of defense 
workers, through certification from time to time, in accordance 
mth regulations promulgated by the United States Commissioner of 
Education (hereinafter referred to as the 'Commissioner') under 'the 
supervision and direction of the Federal Security Administrator: and 
approved by the President, by the Commissioner to the Secretary 
of the Treasury of the name of such agency or the name of such 
school, college, or university to \vhom payment is to be made, and 
the amount to be paid, such pa 3 niient to be made prior to audit and 
settlement by the General Accounting Office as follows: ^ 

"(2) For the cost of short courses of college grade provided by 
degree-granting colleges and universities pursuant to plans sub¬ 
mitted by them and approved by the Comraissioner, which plans 
shall be for courses of types approved by the Chairman of the 
War Manpower Commission designed to meet the shortage of engineers, 
chemists, physicists, and production supervisors in fields essential 
to the national defense, and such plans may provide for regional 
coordination of the defense training program of the participating 
colleges and universities, $4,000,000, together mth not to exceed 
$6,000,000 of the unobligated balance of the appropriation for 
this purpose for the fiscal year 1944, including repayments there¬ 
to: Provided, That only colleges and universities which operate 
under charters which exempt their educational property from tax¬ 
ation and public degree-granting educational institutions shall 
be eligible to receive funds herefrom.: Provided further, That 
not to exceed 12;| per centum of the am^ount alloted to any school 
shall be allotted to it for expenditure for purchase and rental 
of additional equipment and leasing of additional space found by 
the Commissioner necessary to carry out its approved plan. •"* 
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'» -X- -X- The Commissioner 'Shall -transmit to Congress quarterly 

during the fiscal year ending June 30, 1945, a report of the 
.defense training, programs T.’vhic.h operate 'uinder .his administration, 
as provided for in this Act, such reports to shoYf the distri¬ 
bution of Federal funds and activities -by States, types of pro¬ 
grams, and numbers of persons trained. * * 

'’No trainee under the appropriations provided for in the fore¬ 
going paragraphs 1, 2, and,3 shall be discriminated against 
because of sex, race, or color, and, v^here separate schools are 
required by law for separate population groups, to the extent 
needed for trainees of each such group, equitable provisions 
shall be, made'for facilities and training, of like quality. 

"Selection o^f trainees under the foregoing prpgrams of training 
shall be based upon the existing ,and anticipated need for defense 
■workers in occupations ess.ential to the national defense. 

".The Commissioner may delega.te. to any officer in the Office of 
Education any of his ppwers pr duties hereunder." 


Sections 802 and 803 of the Act are quoted in full in questions 
28 and 10 respectively. 












